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No. 8

geometry, 5 counts; two of the three sciences
(physics, chemistry, biology), 10 counts; American
history with civics, 5 counts; ancient history or the
history of Great Britain and Ireland, 5 counts.
(b) Electives, 16 counts:
A second-year foreign language: namely, Latin
second year, Greek second year, French second
year, German second year, Spanish second year,
Italian second year, or Hebrew second year, 10
counts; physics, 5 counts; chemistry, 5 counts;
QUALIFYING CERTIFICATES
biology, 5 counts; physical geography, 5 counts;
Definition. Qualifying certificates are issued only intermediate algebra, 2 counts; advanced algebra,
to prospective students of medicine, dentistry, law, 3 counts; solid geometry, 2 counts; plane trigo
pharmacy, optometry, vet
nometry, 2 counts; ancient
erinary science, nurse train
history, 5 counts; history of
LEADING ARTICLES
ing, chiropody, and oral hy
Great Britain and Ireland, 5
giene, and to applicants for
counts; modern history 1, 3
certificates as certified public C. P. A. Qualifying Certificates in counts; modern history 2, 3
New York State
accountant and as certified
counts; economics, 2 counts;
Title - page
shorthand reporter. No cer
commercial arithmetic 5
tificate is issued unless the
counts; bookkeeping 1, 5
Legal Persons and Legal Wrongs
applicant desires to take up
counts; bookkeeping 2, 5
Page 116
one of the professions men
counts; shorthand, 100-word
Students’ Questions and Answers
tioned, and no qualifying cer
test, 10 counts; elementary
tificate of a general nature is
representation, 2 counts; in
Page 118
issued. Each qualifying cer
termediate drawing, 2 counts ;
Errors in English
tificate is issued solely for
elementary mechanical draw
Page 120
admission to the profession
ing, 2 counts.
which the applicant intends Cost Accounting for Brick Manu
In assigning credit to evi
to enter.
dence of high-school work
facturing
which is presented, the De
C.P.A. QUALIFYING
Page 122
CERTIFICATES
partment invariably consid
The C.P.A. qualifying cer Purchasing System for a Building ers each year’s work as a
Organization
tificate may be earned in any
whole, and does not assign
Page 126
one of the following ways:
counts to the individual sub
(1) On evidence of the com
jects studied. The six suc
pletion of the freshman year in a registered course cessive years within which the qualifying certifi
of any college. This means a course leading to cate must be earned will not be computed from
a degree, such as B.A. or B. S.
an earlier date than September, 1916. The Pres
(2) On evidence of the satisfactory completion ident of the University may, under extraordinary
of a four-year course in an approved high school or conditions, in his discretion, waive this six-year
limit.
the equivalent.
FEE
(3) By meeting the requirement for an academic
or college entrance diploma.
A fee of twenty-five cents is required for each
(4) By passing, within six successive years, qualifying certificate or duplicate, which should be
Regents examinations aggregating 72 counts, at a paid when application is made. No certificate is
minimum of 75 per cent., in the following subjects: issued until after the fee has been paid.
(a) Required, 56 counts:
ENGLISH REQUIREMENT
English, three years, 12 counts; English, fourth
All applicants for qualifying certificates who
year, 4 counts; any second year foreign language, present credentials from countries other than those
10 counts; elementary algebra, 5 counts; plane in which English is the language of the people
REALIZING that many Account
ancy students are interested in the
requirements for C.P.A. qualifying
certificates, The Pace Student re
prints below the rules concerning
C.P.A. qualifying certificates for
this state. These rules are taken
from a late handbook of the Uni
versity of the state of New York.

C.P. A.
Qualify
ing Cer
tificates
in New
York
State

C.P.A.
Qualifying
Certifi
cates in
New York
State

must pass a Regents examination in
English.
APPROVED SECONDARY COURSE
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A secondary course, to be approved,
must be four years in length and be
based upon eight years of elementary school work
or the equivalent. The course must include at
least thirty-eight weeks a year, eighteen periods
(Continued) a week, and forty-five minutes a period. The
maximum allowance in lieu of Regents exami
nations which may be given to a certificate for
the successful completion of one year’s work
is 18 counts; but in all cases in which the ap
plicant is allotted credit toward a certificate upon
evidence of the completion of a part of an ap
proved secondary course of study, he is definitely
instructed by the Department how he must com
plete the remainder of the requirement for the cer
tificate he desires. He is generally required to take
subjects in Regents examinations which, in addi
tion to his high-school record, will give him the
equivalent of a full high-school course of study, and
he is excluded from taking Regents examinations in
any subjects which his high-school course of study
covered. After January 1, 1921, no credit will be
given for the completion of less than a full year of
high-school study.
EVENING HIGH-SCHOOL STUDY

No credit is given toward a qualifying certificate
for evening high-school study completed prior to
September, 1919. Credit is given for work in
registered evening high schools, completed subse
quent to that date, on the same basis as credit is
given for the completion of day high-school courses
of study; that is, 18 counts for a full year’s work
satisfactorily completed. Credit is not given for the
completion of less than a full year’s work.
PROFESSIONAL ACADEMIC EXAMINATIONS
1921
1922
1923
1924
1925
January......................... 17-21 16-20 22-26
21-25 19-23
June............................... 13-17 19-23 18-22
16-20 15-19
September.................... 12-14 11-13 17-19
15-17 14-16
ADMISSION TO EXAMINATIONS

The Regents professional academic examinations,
conducted in January, June, and September of each
year, in Albany, Buffalo, New York City, and
Syracuse, are open only to candidates for qualifying
certificates in law, pharmacy, optometry, veteri
nary science, accountancy, nurse training, chirop
ody, and reporting. Candidates should note es
pecially that credit earned as a result of such ex
aminations will not be given for any credential
other than a qualifying certificate; and, also, that
applicants for medical and dental student certifi
cates and students in evening high schools may not
enter these examinations.
No cards of admission are issued at the places of
examination. Admission may be secured only by
application, in writing, to the Director of the
Examinations and Inspections Division, and appli
cations must be received at the division at least
ten days in advance of the opening day of the
examination. No candidate under sixteen years of
age, and no candidate who is enrolled in a school
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entitled to give Regents examina
tions, will be admitted.
PASSING MARK

The passing mark in these exami
nations is 75 per cent. Papers are ac
cepted or rejected according as they are, or are not,
worth at least 75 per cent. The Department does
not record the exact percentages of these papers.
They are recorded only as accepted or rejected.
SUBJECTS OFFERED

The figures in parentheses opposite each subject
in the following list indicate the counts assigned to
that subject:
English:
English three years................................................(12)
English 4............................................................... (4)
English 2 (for foreigners only)............................(no)
Mathematics :
Elementary algebra............................................. (5)
Intermediate algebra........................................... (2)
Advanced algebra................................................ (3)
Plane geometry.................................................... (5)
Solid geometry..................................................... (2)
Plane trigonometry.....................................
(2)
Science:
Chemistry............................................................. (5)
Physics.................................................................. (5)
Biology.................................................................. (5)
Physical geography............................................. (5)
History and social science:
American history with civics............................. (5)
Ancient history.................................................... (5)
History of Great Britain and Ireland (a)....... (5)
Modern history 1 and 2 (a)............................... (6)
Economics............................................................. (2)
Foreign languages:
German 2....................................................
(10)
French 2..................................................................(10)
Spanish 2................................................................. (10)
Italian 2...................................................................(10)
Hebrew 2.................................................................(10)
Latin 2.....................................................................(10)
Greek, 2...................................................................(10)
Drawing:
Elementary representation................................. (2)
Intermediate drawing......................................... (2)
Elementary mechanical drawing....................... (2)
Commercial subjects:
Commercial arithmetic....................................... (5)
Bookkeeping 1...................................................... (5)
Bookkeeping 2...................................................... (5)
Shorthand 2............................................................(10)
(a) Candidates who have credit in history of
Great Britain and Ireland may earn credit by pass
ing Regents examinations in modern history 2, but
not modern history 1.
Candidates who have credit in European history
may not earn credit in modern history 1 or 2.
All inquiries concerning admission to the Regents
professional academic examinations and the is
suance of qualifying certificates should be addressed
to The Examinations and Inspections Division,
the University of the State of New York, Albany,
New York.
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Irving H.
Went
worth

F OM engineer on a rail
R
road construction job to
chief accountant at the
second largest copper
mine in Mexico, is, in
brief, the vocational story
of Irving H. Wentworth, a student in
Semester C, Pace Institute, Extension
Division. Two things are of significance
in Mr. Wentworth’s career. He suc
ceeded in his chosen profession, engi
neering, by means of constant study and
close application to details. Then, sud
denly, he was called upon to take up new
work. He made his decision without
hesitancy, realizing the increased oppor
tunity that would be his. Once the shift
was made, he lost no time in making
ready, by overtime study, to prepare for
even larger responsibility.
Mr. Wentworth started out in life as
an engineer on a railroad construction
job. Soon after that, an opportunity to
go into mining engineering came his way.
His first engagement was as a surveyor.
He rose rapidly in this work, becoming
mine foreman and, later, mine superin
tendent. In 1916, Mr. Wentworth af
filiated himself with the Moctezuma
Copper Company, one of the units of the
Phelps Dodge Corporation, at Pilares de
Nacozari, Sonora, Mexico. His first en
gagement was in the engineering depart
ment. Then, without notice, he was
asked to assume the duties of assistant
chief clerk.
A quotation from a letter of Mr.
Wentworth’s to Pace Institute will be of
interest: “One day the Superintendent
called me into his office and asked me if
I would take the job as assistant chief
clerk, and at the same time assume
charge of the office, as the chief was to be
away on business two or three months. I
told him that I would try almost any
thing once, and, although I was not an
accountant, I would accept the position.
The work consisted in keeping the time
of about sixteen hundred men, and in
preparing data to be assembled in the
monthly cost sheet. The preparing of
these data was new work to me, and time
and again I thanked my stars for my
experience as a mining engineer, and for
my knowledge of the underground work
ings of the mine.”
Later, when the chief clerk returned,
the work of compiling the mine cost
sheets was transferred from the general
office to the mine office, and shortly
afterward the preparation of this cost
sheet was turned over to Mr. Wentworth.
He was soon able to suggest improve
ments in the compilation of the cost data
which resulted in cutting in half the time
necessary to get out the cost sheet.
Again Mr. Wentworth’s letter throws
light on the nature of the work which he
was called upon to do. “Half of the labor
done here is by contract and the other
half by day’s pay, so that we have two
pay-rolls, and the men can draw their
pay every day if they so desire. We have
various deductions to make on the pay
roll, such as hospital fees, house rent,
accounts receivable, those of the com
pany as well as those of the mercantile
department, and miscellaneous collec
tions.”
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Mr. Wentworth was again able to make
specific improvements in handling this
work which resulted in getting out the
recapitulation on the third of the month,
where formerly it was the eighth or the
tenth before it was finished. The success
which attended Mr. Wentworth’s efforts
in this direction soon led to his appoint
ment as chief clerk of the Moctezuma
Copper Company.
Mr. Wentworth goes on to tell in his
letter how he began his study of account
ing. “It then occurred to me that I
ought to learn more about accounting,
and not content myself with what I had
picked up. I realized that I owed it to
myself in order to be more efficient, and
hence to be able to command a better
position.
“It happened about that time that
some of the auditors made a visit to
Nacozari, and I asked one of them to
recommend some school of accounting to
me. He advised me to enroll in Pace
Institute. I did so, and I can say that it
has been a great benefit to me already,
although I have not quite finished
Semester B.”
This brief account of Mr. Wentworth’s
business career shows that the faithful
pursuance of overtime study and the
impelling desire for advancement are not
by any means confined to the great
metropolitan centers of population. Mr.
Wentworth has the best wishes of Pace
Institute for his future career.

NE of the principal problems of the
high-school teacher is to persuade
the young men and women to
remain throughout the full course.
mortality rate after the freshman year
is exceedingly high. The difficulty is
increased by the feeling on the part of
many high-school students and their
parents that the training they are receiv
ing will not be of great value to them in
the business world. This feeling has been
encouraged by many articles in news
papers and magazines, wherein the im
pression is conveyed that Business is not
at all interested in the academic educa
tion of employees. This view-point is not
only mischievous, but incorrect.
Many high schools, however, feeling
that these erroneous statements must
not go unchallenged, have arranged for
addresses in their assemblies, wherein the
true value of a high-school education in
business is presented from the view-point
of the practical business and professional
man. Charles B. Couchman, of the
Faculty of Pace Institute, a public ac
countant of many years’ experience, and
member of a firm of certified public
accountants, has given a number of these
talks . before high-school assemblies.
Among the schools where he has spoken
are the Central, East Side, South Side,
and Barringer High Schools, of Newark;
the Lincoln High School of Jersey City;
the High Schools of West Orange, East
Orange, Passaic, and Paterson, New
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Jersey; the High School of Commerce,
New York City; and the Commercial
High School, Brooklyn. In all, some
twelve thousand high-school students
were present at these talks.
In these addresses, Mr. Couchman
tried to show that high-school education
not only gives the student certain spe
cific and usable information, but more
especially develops the thinking faculties,
as gymnasium training develops mus
cular facility and power. The ability to
think clearly, logically, and completely
concerning any problem in hand is the
greatest asset a young man can bring
into the business world. The methods of
thinking required in solving business
problems properly is the same method of
thinking developed by the subjects of a
properly devised high-school curriculum.
The competition facing young men and
women entering business to-day is keener
than that of a generation ago, and a more
complete training and preparation is
required to face it and to win success.
By taking different examples, Mr.
Couchman showed wherein subjects that
apparently have no connection with
business do, in reality, develop the kind
of thinking that is needed in business.
He showed, also, that many subjects
which, to the high-school student or
even to his parents, seem wholly value
less do, in reality, lead to a certain
definite result which enables one later to
reach a given business goal more readily
and more quickly than would otherwise
be possible.
One of the reasons why there has been,
in business, much criticism of high-school
or college graduates has been that too
many graduates have tried to use their
schooling as a substitute for the real
qualities necessary for success. There are
no substitutes for these qualities. Educa
tion, whether in or out of high school,
can be no more than a supplement to
The
these qualities, making them more ef
fective. Education, after all, means
learning the rules and how to apply
them. These two principles must be
mastered by one who succeeds. High
schools and colleges simply offer a shorter
route in their mastery than can be ob
tained by experience only. No one man
can live long enough to accumulate, by
experience, a knowledge of all the rules
of life or of success. He must, instead,
profit by the experience of others. A
logical high-school course or collegiate
course enables him, in an orderly man
ner, to secure quickly information which
others have spent years in obtaining.
Success, to-day, depends largely upon
a thorough specialization built up by
study and practice, upon as broad a base
of general training as possible.

BENJAMIN MOORBY, a student in
Semester C, Pace Institute, Boston, re
cently accepted a responsible position
with the Indian Head Manufacturing
Company, of Nashua, New Hampshire.
For the past eight years Mr. Moorby has
acted as General Secretary of the Nashua
Y.M.C.A., and has been known as one
of the most efficient and progressive
Y.M.C.A. officials in the state of New
Hampshire.
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Legal
Persons
and
Legal
Wrongs
By
Glenn
Willett,
LL.M.,
Law
Faculty,
Pace
Institute,
New York

7 Common Bench (N.S.) 290.
WILE a natural per
H
son may do any act
But, argued corporation lawyers,
ace tudent
conceding that legal persons are lia
not prohibited by
July, 1921
law, a legal person,
ble for the negligent performance of
called a corporation,
lawful acts, and for acts done with
has only such rights as the law malice in the ordinary course of their business, still
expressly, or impliedly, confers they can not be liable for negligently doing acts
which their charters do not authorize them to do.
upon it.
Now, the law does not confer This proposition was put to the test, in' 1893, in
upon any person, natural or legal, the right to com Massachusetts, when one Nims sued the Mount
mit a wrong, and so it has been argued that a cor Hermon Boys’ School, an educational corporation.
poration has no power to do a wrong, to the end The School company maintained a ferry, not pro
that, if a legal wrong be done in the course of cor vided for in its charter. Nims paid his fare to the
porate activity, the corporate agent, but not that ferryman, a servant of the school, and boarded the
ferry, but through some negligence of the ferryman,
imaginary person itself, is liable.
The vice of such reasoning is in ignoring the he was injured, and thereupon sued the school
difference between rights and powers. A natural corporation for damages to replace money spent in
person has no right to do a wrong, but he has the healing his hurt. It was held that he could recover,
power to do so. So it is with a corporation—it may and so another imaginary defense of imaginary
have no right to act in such a way as to do an in persons fell to disfavor.
The same sort of contention met another Water
jury, but all experience shows that legal persons
loo, in 1899, when the Supreme Judicial Court of
have power to do so.
It is no compliment to the legal profession that so Massachusetts sustained a trial justice in fining a
simple a proposition should have been argued for a newspaper corporation one hundred dollars for
century, but such will appear to be the fact, by contempt in printing, while a case was on trial, a
story containing evidence which the court had
reference to a few cases.
In 1818, one Rutter had a tan-yard on the banks ruled out as improper to go to the jury, 172 Mass.
of a stream across which a Pennsylvania turnpike 294.
corporation, in the exercise of its charter powers,
Then, too, the same fallacious reasoning has been
threw a bridge, with piers and supports so negli indulged for the protection of corporations against
gently constructed that when freshets came the criminal prosecutions. How can an imaginary legal
water was dammed up, overflowing Rutter’s tan person commit a crime, since it can not entertain a
yard and carrying away his house and hides. criminal intent? The answer is, that criminal
Rutter sued the corporation, whose counsel con intent is not an actual state of mind, but is the legal
tended that, as the corporate charter did not conclusion which is drawn from the doing of certain
authorize the company to do wrong, it could legally acts. The crime of a corporation, acting through
do no wrong, and that Rutter must seek redress by its agents, is not less harmful to the state than an
suing the laborers who installed the bridge; but act done by an individual. Of course, a corporation
the court said the argument was “fallacious in its can not commit certain offenses, as bigamy or
principle, and mischievous in its consequences,” in perjury, since it can neither marry nor swear. So,
troducing imaginary remedies for actual wrongs. it can not be convicted of murder or other offenses
This case established the proposition that a cor of like penalty, since it can not be imprisoned,
poration is liable for negligently doing what it has electrocuted, or hanged. But it can be punished for
a legal right to do, the acts of its agents and ser any criminal act which it is capable of committing,
vants being its acts, Turnpike Co. vs Rutter, and for which there is provided a punishment which
it is capable of suffering, as in all cases where the
4 Serg. & Rawle (Pa.) 6.
In London, in 1859, one Green owned and drove punishment is by fine or other pecuniary penalty,
an omnibus as a competitor of a corporation which John Kelso Co. vs U. S., 86 Fed. Rep. 304.
In New York, it was formerly held that one could
seemed bent on driving small rivals from the field.
Green complained that when he had a prospective not commit a slander by agent, and hence that a
fare, buses belonging to the corporation were driven corporation could not commit a slander, Eichner
before, after, and alongside his carriage, thus vs Bowery Bank, 24 App. Div. 63., 48 N.Y. Supp.
“wrongfully, vexatiously, and maliciously” pre 978; but that opinion was expressly overruled in
venting him carrying on his business. Green sued, Kharas vs Barron C. Collier, Inc., 171 App. Div.
and was met with the old objection that since a 388, 157 N. Y. Supp. 410. The law has long been
corporation is merely a legal person, having no soul, settled, that a corporation may be guilty of libel.
From the foregoing, it appears that a corporation
it could not legally or actually entertain a malicious
intent, and that since proof of malice was necessary is liable for its torts to the same extent and in the
to maintain the action, it must fail. The court same way that an individual would be liable,
thought otherwise, however, and so it appears that except only that, since a corporation acts only
a corporation is liable for torts done with malice, through its agents, the agent must be acting in the
the evil intent being but a conclusion of law drawn business of his principal and by its direction, other
from the nature of the act done, and not any actual wise, the agent only is liable.
Two cases in the same court illustrate this latter
state of mind, Green vs London Omnibus Co.,
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Legal Per
sons and
Legal
Wrongs
(Continued)

proposition. In Axman vs Gas Light
Law, 362, 365; compare Metropoli
Co., 38 App., D.C., 150, it appeared
ace tudent tan Saloon Omnibus Co. vs Haw
that gas-company inspectors, who had
kins, 4 H. & N. 87, 90.
July, 1921
conceived the suspicion that gas was
“A corporation, therefore, may
have a reputation which is equally as
being used illegally in Mr. Axman’s
house, after demanding admittance of Mrs. Ax valuable to it as to a natural person, and may
man and being refused, entered forcibly, against be injured in that reputation in the same way,
the opposition of Mrs. Axman, who was inadvert Trenton Ins. Co. vs Perrine, 23 N.J. Law, 402,
ently struck and pushed aside. Upon being 408, 57 Am. Rep. 400. The conditions of modem
sued, the gas company defended on the ground society afford ample illustration that ‘a very
that the acts of its agents were not authorized large and important part of the private business
nor afterward approved; but it was held that of the community is now done under the form
the company was liable, as the inspectors were of corporations,’ and ‘the public mischief, the
its agents, acting in the course of their employ danger to good order and to the peace of the com
ment. In Roche vs Gas Light Co., 43 App., munity, arises as well from malicious defamation
D. C., 562, the same company was sued for of private corporations as from libelous attacks on
malicious prosecution, by reason of one of its natural persons.’ ”
agents, Emory, who was superintendent of com
plaints, meters, and installations, having procured
TUDENTS sometimes inquire why the law text New York
the arrest of Roche on a charge of stealing the com
of the Pace Course deals specifically with so Law as a
pany’s property; but as it did not appear that
many
New York State statutes, while the courseBasis
is
Emory had been specially authorized to cause the
arrest, or that his act was approved by superior made available to students in every state. A few
officers of the company, and it did appear that paragraphs from a letter which Mr. Homer S. Pace
Emory’s duties did not extend to the action taken, wrote recently to a student, a resident of New
Jersey, who made inquiry about this matter, will
the company was held not liable.
That a corporation may maintain an action for be of interest to readers of The Pace Student.
“The principles of law are essentially the same
libel committed against it is also now established.
A legal person may have a reputation as valuable to in New York and New Jersey—the principles on
it as a natural person may have. This was decided which one must work in reasoning legal proposi
in Finnish Temperance Society vs Publishing tions. A very large number of our New Jersey
Co., 130 N.E. (Mass.) 845, from which the follow students desire, sooner or later, to practice Ac
countancy in New York, and it seems advisable
ing is quoted:
to
us to work to a considerable extent in specific
“If a natural person, the plaintiff, having been
subjected to public hatred, contempt, and ridicule, statutory matters to the New York basis. Our law
would be entitled to general damages, Craig vs instructors, however, are expected to note New
Proctor, 229 Mass. 339, 340, 341, 118 N.E. 647; Jersey deviations as they go along.
“Has it occurred to you that an accountant,
Robinson vs Coulter, 215 Mass. 566, 570, 102
N.E. 938, but special damages not having been whether he is acting as a controller of a corporation
either alleged or proved, the question is whether the or as a public practitioner, is likely to be confronted
plaintiff corporation has any cause of action. While with legal questions that arise under the laws of
it must be managed by officers empowered to con many states? For example, one of our students,
duct its affairs, yet it has been said that a corpora who has always lived in or around Newark, is now
tion can not sue for libel upon its character or repu controller of a concern that has three thousand
tation, unless the libel bears a direct relation to the two hundred retail stores. Before he accepted his
trade or business of the corporation, Bray ton vs present position, he was auditor of an oil company
Cleveland Special Police Co., 63 Ohio St. 83, 57 that operates in many different states; and before
N.E. 1085, 52 L.R.A. 525. The libel, however, in that, he was in public practice that caused him to
the present case, directly, distinctly, and unspar investigate concerns located in many different
ingly assails the corporation. It is accused of gross cities and states. When he began his study, he was
mismanagement of its corporate affairs, and even employed in a department store in Newark.
“His vocational experience illustrates the need
criminal use of its property to the detriment and
personal welfare of its members, and injury to for sound basic training in law, and also the fact
public morality. The ancient doctrine that a cor that the accountant must know how to determine
poration, because incapable of passion or emotion, the decisions and statutes in the state in which the
could not be held liable for acts involving malice transactions under review have occurred. Because
of its officers or agents acting within the general of these conditions, and the fact that New York
scope of their authority or employment has long City is the greatest financial center in the country,
since been outgrown. * * * *
‘great ob it has always seemed desirable to give the student
ject of an incorporation is to bestow the character a certain amount of specific statutory material
and properties of personality and individuality from New York.”
upon the legal entity called the corporation, as
Genius has nothing to do with the size of your hat,
distinct from the persons of the corporators,’ Cole but it has everything to do with the size of your
vs Bergen County Mut. Assur. Ass’n, 26 N.J. achievements.
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T IS Department
H
regard to the division of profit. All
does not publish an
ace tudent residual assets, after taking care of
such preferences, would be divided,
swers to all of the
July, 1921
upon dissolution, in accordance with
questions received,
but only to those
the holding of shares of common stock.
which we deem to be of general
(3) Stockholder’s Liability. Any and all
interest to our readers. A com shares issued under the law are deemed full-paid
munication, in order to receive and non-assessable, and the holder of such shares
attention, must contain the name shall not be liable to the corporation or to its
and the address of the person creditors in respect thereto, provided the require
ments of the Act are fully met.
asking the question.
(4) Stock Accounts. Bookkeeping accounts
Q
ILL you please advise me where I can get are raised crediting each class of shares. Preference
some information regarding no-par value shares, if any, are credited with their par value, to
show the priority thereof. The remainder of the
stock, both from an accounting standpoint, capital,
and
contributed as such, is credited to such
more particularly, from a public-interest stand other classes of stock as are provided for in the
point?
certificate.
A
From an accounting standpoint, the recording of
(5) Certificate. The share certificate itself,
transactions in no-par value stock does not present except in the case of preferred stock, does not show
any material difficulties. The accounts, of course, the par value, but merely the total number of shares
must follow the statutory requirements pertaining authorized and the number called for by the cer
to the issue of no-par value stock.
tificate.
Under the New York Statute, the issue of pre
(6) Object. When capital stock is assigned a
ferred stock, in addition to the issue of common par value, the par value may, or may not, be a
stock, is optional. However, in those cases where statement of the actual value of the share repre
preferred stock is specified to be issued as shown in sented by the certificate. If a share of stock con
the certificate of incorporation of a company, the tains no statement of par value, it merely repre
following matters should be borne in mind in re sents one share in the total ownership of a corpora
cording transactions of no-par value stock.
tion, and the economic objection which can be
(1) Issue of Preferred Stock with a Par urged against share certificates stating a par value
Value. The object of the issue of preferred stock is thus eliminated.
with a par value is to give, in the case of a prefer
(7) Dividends. When dividends are declared
ence as to distribution of assets, a stated amount, on stock which has no par value, the usual manner
to be shown in the account recording such stock is to state the rate of distribution at so many
issue, to which the holders of such stock are entitled, dollars per share.
in preference to the holders of the shares of common
(8) Books on the Subject. In connection with
stock. There may be, of course, provisions as to the financial aspect of capital stock of no-par value,
preferences in distribution of dividends, as pro we refer you to the most recent books issued on the
vided for in the certificate of incorporation.
subject of Corporation Finance: The Ronald Press
(2) Preferred stock may be issued at a dis Company, 20 Vesey Street, New York, N. Y.;
count, or premium, by provision to that ef D. Appleton & Company, New York, N. Y.; The
fect in the certificate of incorporation. This is McGraw-Hill Book Company, New York, N. Y.;
limited by the provision that the amount of capital and Prentice Hall, Inc., New York, N. Y.; will be
with which the corporation will carry on opera able to furnish you lists of books on the subject.
tions shall not be less than the amount of pre
ferred stock issued with a preference as to princi
E operate a voucher system to record ac Q
W
pal, and, in addition thereto, a sum equivalent to
counts payable. It is giving satisfaction,
$5.00, or to some multiple of $5.00, for every
share of common stock. Thus it would seem that except in one particular. We have three large ac
the common shares would have to be sold at a suf counts, and find it burdensome to determine our
ficient premium to prevent a possible discount on liability to each of these three creditors. Each time
the preferred shares from impairing the required we draw a check to one of them, we must get out
amount of capital, and the directors, presumably, all of our vouchers and list those applying to the
would have no right to sell preferred stock at a creditor whom we are paying. Debit memoran
price that would impair the corporation’s capital. dums and allowances make it a complicated matter.
Could you suggest a remedy which will permit us
It will be seen that the division between the two
classes of stock in the books merely shows the to retain the voucher system and still eliminate the
preference of the preferred stock in the matter of difficulty mentioned?
A voucher system can be used in connection with A
ultimate distribution of assets. The common stock
holders would have an interest in the remaining the Accounts Payable Ledger. The use of an
assets in accordance with their respective holdings Accounts Payable Ledger would probably materi
of shares of common stock. This is, of course, sub ally assist you.
A second remedy would be the installation of a
ject to any of the provisions of the certificate in
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If carried to the Profit and Loss
Students’ voucher index. An index card would
be set up for each creditor, and vouch
ace tudent Statement, the experimental expense
item is usually more properly classi
ers and debit memorandums would
July, 1921
fied as an item of factory operation,
be entered on the index card, showing
rather than as administrative expense,
date, voucher or debit memorandum
number, and amount. The card could further show If, however, the conditions are such that the inclu
(Continued) payments made against vouchers. This use of a sion of experimental expense would unduly dis
voucher index closely approximates the Creditors’ tort the factory overhead, the item is sometimes
Ledger first mentioned; and, in all probability, shown apart from either factory overhead or ad
the Creditors’ Ledger would entail little, if any, ministrative expense. The test to determine
additional work, and would be more satisfactory. whether it should be included as factory overhead,
A third remedy would be to follow your present or as separate, is: “Is the development expense an
system, but in addition to the entry of the items in ordinary expense of running the factory, or is it a
the Voucher Register, a memorandum account special item demanding special treatment?”
would be opened with each of the three creditors.
ILL you be kind enough to give me some 0
Vouchers, debit memorandums, and checks could
advice regarding the following?
be posted in detail to these memorandum accounts.
You will see that these memorandum accounts are,
A landlord charges 2 per cent. for depreciation
in effect, an adaptation of the accounts payable on property, and he also includes in his Expense
method for these three creditors. It will be under Account items to keep the property in fit condition,
stood, of course, that the memorandum accounts such as painting the outside of windows, etc. Is this
form no integral part of the accounting system, but a proper charge to Expense, or should it be charged
are merely memorandum records.
against the depreciation reserve?
A fourth remedy is as follows: In addition to the
In order accurately to answer this question, it
Vouchers Payable column in the Voucher Register, would be necessary for us to know whether the
additional credit columns may be operated for each 2 per cent. you mention is presumed to include
one of the creditors’ accounts in which the transac depreciation alone, or depreciation plus cost of
tions may be of special interest. Under this pro the repairs.
cedure, vouchers would be prepared for all credi
Ordinarily, repairs to keep the property in oper
tors. Ordinary vouchers would be entered in the ating condition are charged off against an Expense
Vouchers Payable column, but such credits as affect Account when the expense is incurred. It is found,
the special creditors’ accounts would be placed in however, that in spite of the repairs which are
the special columns provided for them in the made, the property will deteriorate (depreciate),
Voucher Register. The various credits entered in so that after the expiration of a certain number of
the individual columns of the creditors’ accounts in years the property will have been replaced. Thus,
the Voucher Register would be posted in detail to it might be found that at the expiration of 20 years,
individual accounts opened in the General Ledger. despite repairs which may have been made, it
Likewise, all debits arising in the other books of would be necessary to replace the boilers. The loss
original entry would be posted to the debit of these due to the replacement of the boilers is apportioned
accounts in the General Ledger. In proving at any over the entire life of the boilers, by charging an
time the unpaid vouchers on hand, it would be appropriate expense account and crediting Depre
necessary to compare the total of the vouchers ciation Reserve. When this procedure is followed
against the balances showing in the Vouchers at the time the boilers are replaced, the charge
Payable account, plus the balances in each of the should be made to Depreciation Reserve Account
special creditor’s accounts. Under this procedure, and not to Expense Account.
it will be noted that the individual creditors’ ac
You will see, therefore, that if the 2 per cent. you
counts for these special creditors form an integral mention is set up to include actual depreciation,
part of the accounting system.
plus repairs, it will be proper to charge repairs
against the reserve; if, however, the amount
INDLY advise the proper accounting proce credited to the reserve does not include an amount
Q
dure in handling experimental expense—that for ordinary upkeep, these ordinary repair items
be charged directly to Expense when in
is, whether experimental expense be included should
in
factory overhead expense or considered as an curred, and not to the reserve.
administrative expense?
WILL you please advise whether interest pay 0
Experimental expense should preferably be
A
ments on bonds should go into Factory
shown in a separate account on the Ledger, to
which should be charged cost of development, etc. Overhead Account and be charged to Factory Cost?
Ordinarily, interest on bonds is not considered a A
If it is desired to capitalize cost of development
applicable to tools, etc., the amounts should even part of factory cost. Factory cost includes all ex
tually be credited to the Experimental Expense penditures incurred in producing goods in the
Account and charged to the appropriate asset ac factory. Interest on bonds represents a cost of
count. The amount so transferred will, of course, borrowing money. Our opinion is, that it is an
be ascertained through the medium of cost sheets administrative or general expense rather than a
factory overhead item.
and the like.
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takes, though he be clever in his own eyes, really is
a clog to progress—he is a public liability—and if
the sum of his kind shall ever exceed the sum of
toilers who return a profit to society, the world will
be bankrupt.

Pace Student
A Magazine of service, interpreting the pur
pose, spirit, and needs of Modern Business

E must always seek to create events, not Create
merely to suffer them,” said Ferdinand Your Own
Foch, Marshal of France. These are the words of a Events
leader, of a directing genius who refused to be
beaten to submission by untoward combinations
of events.
Times there are, all too frequent, when events
seem crowding us to the wall; when we have no
time to make adequate decisions; when we seem
pushed on by invisible forces. Events are our
master, and they wield a relentless lash.
Remembering the words of the sturdy soldier,
let us seek, by means of planning and study, to
create for ourselves favorable circumstances rather
than to endure passively those that a perverse fate
seems to have thrust upon us.
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"DEPENDABILITY!” This was the
answer given by the general mana
ger of a large organization to a
question as to what he considered
to be a most important quality for
a young employee to show at once
as a basis for future advancement.
It is easy to see what this word
connotes — punctuality, doing
Dependa things accurately, doing them on time, doing them
bility intelligently. Once a young man or young woman
secures a reputation for dependability, not only is
his or her position more secure, but the way is often
opened to an increase of responsibility with a con
sequent increase in income. Are you sure that you
are thoroughly dependable, regardless of whether
you are working under the eye of the general
manager, behind his back, or in his absence.

Editorial

A Three- “I AM twenty-five years old, and have just found
out that the world does not owe me a living—
Day
caught
in the slump—fired like hundreds of others.”
Education
Thus the young man introduced himself in applying
for vocational advice. “My educational qualifica
tions are not high,” he continued. “O, yes, I went
to school, and I have worked for seven years, but I
always figured that the world owed me a living.
I’ve always done what I was told to do—or part of
it—and when they told me to get out, I didn’t know
how to do anything else. At first it seemed like a
joke, this being fired, but the joke is on me. Maybe
the world still owes me a living, but it has certainly
stopped specie payments. I don’t know anything at
all except what I’ve learned in the last three days—
since I was laid off.”
That young man gained more in three days of
serious thinking than he had in seven years before—
which emphasizes the need of true perspective, and
the value of effective mental exertion. No, the
world owes no man a living. Every man owes the
world his best effort. For this, it will surely return
a livelihood. If our forefathers, in the aggregate,
had not given to the world more than they took
from it, we should still be savages of the Stone Age.
Every man who now gives to the world less than he

N the top of a lonesome Adirondack mountain Wardens
peak stands a rudely constructed cabin. In of
its isolation, it is almost majestic. Unprotected from
Business
summer suns or autumn gales, it clings to its rock
foundation, staunchly defiant of the forces of Na
ture that would hurl it to destruction.
The cabin is inhabited. Frequently, a man
emerges and, with powerful glasses, scans the miles
of forest below him. He is the fire-warden. If a
suspicious haze seems to be hanging over the tree
tops fifteen miles away, he goes into his cabin and,
referring to his map, telephones the village nearest
the point where the haze appears. The warden
there immediately investigates. If a fire has started,
it is promptly put out. Acres of timber and thou
sands of dollars are saved. The watcher in the lone
some cabin on the mountain top, by virtue of his
very isolation, has discovered a condition unknown
to the man nearby.
Let us draw a parallel. Business has its wardens,
its watchers on the mountain tops, its executives
who, with the field-glasses of training and ex
perience, observe destructive tendencies—business
fires—and immediately order them stopped. Their
position may seem isolated, they may not be in
daily personal contact with each detail of operation,
but sitting apart, viewing the panorama of their
business with watchful eye, they make the decisions
that circumvent trouble and prevent disaster.

O

HE office-boy, the guardian of the outer The
portals! If in your work you must call on Office-boy
business executives, cultivate the office-boy.
Greet him pleasantly; try to get his good-will.
It will mean the difference, frequently, between
having to wait twenty minutes in the outer office
and being taken directly to the man you wish to
see.
The office-boy can do you many a good
turn. Use him well!

T
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Errors in
English
By
George M.
Lattimer,

A. B.

THIS is the third" of
a series of articles
dealing with com
mon errors in the
July, 1921
use of spoken and
written English.
Avoid such expressions as “Every one
Additional articles should attend to their own affairs,” or
will appear in suc “Everybody had to decide for them
ceeding issues of selves.”
The Pace Student.
Examples:—Everybody must decide
this matter for himself.
Continual, Continuous
Every one should attend to his own
According to the best usage, these affairs.
Everybody naturally desires, under
words are not synonymous. “Contin
ual” means “occurring in close succes these conditions, to do his best for the
sion, repeated at frequent intervals.” organization.
If every one objects to the plan, there
“Continuous” means “without break or
is no use of carrying the matter any
cessation, without interruption.”
Examples:—The continual ringing further.
of the bell annoyed us greatly.
Kind of, Sort of
Continual discouragements held us
“Kind of” and “sort of” should not be
back.
to modify verbs or adjectives.
Continuous opposition to the plan used
Avoid saying, “Men who kind of cheer
discouraged the board of directors.
us up.’ Instead, say “Men who some
He worked on the audit continuously how
cheer us up.”
for ten hours.
“Kind of” and “sort of” should not be
It was a continuous performance.
followed by “a” or “an.”
Examples:—The man who does noth
First-Rate
ing but work, gets rather (not sort of)
“First-rate” should be used as an narrow.
adjective, never as an adverb. Do not
You asked me for what kind of book?
say “He works first-rate under pres
What sort of position are you con
sure.”
sidering taking with the Temple Cor
Examples:—He does first-rate work. poration?
He plays a first-rate game of bridge.
It was so dark that I had to feel my
This is a first-rate analysis of the way as best I could (not had to sort
working conditions in the factory.
of feel my way).

Pace Student

Proposition
“Proposition ’ means “that which is
proposed” or “the act of proposing.”
The word should not be used carelessly,
without consideration of its true mean
ing. The use of “proposition” for “work”
or “task” is a common error.
Examples:—His proposition to in
stall a new filing system was at last
accepted.
There are two sides to his proposi
tion, and one of them does not appeal
particularly to me.
To work in the face of these difficulties
is a hard task (not proposition).
My proposition was looked upon
with favor.

And, To
“And” is often incorrectly used in
stead of “to” in such expressions as “try
and get” and “go and work.”
Examples:—He is going upstairs to
work on his algebra lesson.
Try to get all the facts before you
discuss the matter with me.
He tried hard to advance himself in
his chosen profession.

Every One, Everybody
These two words, while similar in
meaning, are not written in the same
manner. “Every one” is usually written
as two separate words; while “every
body” is written as one word. Both of
these words are singular in meaning and
should, therefore, be followed by singular
verbs. In case either “everybody” or
“every one” is used as an antecedent, the
pronoun following must be in the singu
lar number.

atthew j. epstein, a stu
dent in Semester C, Pace Insti
tute, New York, has received a
letter from President Harding, in
the President warns parents against re
moving their children too soon from
school. A copy of the President’s letter
to Mr. Epstein follows:

M

THE WHITE HOUSE
Washington
April 25, 1921.
My dear Mr. Epstein:
You have asked me for a message to
the students of your school and to their
parents, which you hope may be in some
manner effective in keeping the students
longer in the public school.
I wish I could write such a message,
not only to the pupils and parents of
your school, but to those of every school
in America. You are entirely right, of
course, in protesting that it is a fearful
mistake to allow children, unless under
stress of absolute necessity, to end their
schooling too early. Our public schools
have done, and are doing, a great service,
but it can never be all that the Nation
wishes and needs unless the parents and
pupils will cooperate to give it its full
measure of usefulness. I earnestly hope
that your efforts to keep the pupils longer
in school may be a success, and will be
very glad if you will inform me of what
ever measure of success attends your
efforts.
Very sincerely yours,
Warren G. Harding.
Mr. Matthew J. Epstein
New York City.
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HE American Institute of Account Con t in
ants, in its rules of professional
conduct, specifically prohibits its dent Fees
members from undertaking accounting
work, where the fee for such work is
contingent upon results. A new and
significant development in this same
direction will be of interest to account
ants and accountancy students. The
Louisiana State Board of Accountants,
on May 19, 1921, adopted a resolution
prohibiting all holders of certified public
accountant certificates issued under the
authority of the state of Louisiana from
accepting contingent fees for services
rendered a client. The resolution follows:
“That the Louisiana State Board
hereby notifies all holders of certificates
issued under the authority of the state of
Louisiana that from and after this date
it will be considered as unprofessional
conduct for any certified public ac
countant to accept employment on the
basis of a contingent fee for services
rendered a client. Any violation will
subject such parties to trial by this
Board for a violation of Section 7, of
Act 125, of 1908.”
The resolution is signed by Charles E.
Wermuth, Elkin Moses, and Guy V. W.
Lyman, members of the Louisiana State
Board of Accountants.

T

COUNTANCY students will be in
terested in the following excerpt
from an account of the life of
Charles E. Mitchell, newly elected presi
dent of the National City Bank of New
York, which appeared in a recent issue of
the New York Times:
“Mr. Mitchell was bom in Chelsea,
Mass., on October 6, 1877, a descendant
of an old Colonial family. He entered the
which
employ of the Western Electric Com
pany upon his graduation from Amherst
College, in 1899. While acting as credit
manager, he qualified in law and account
ancy and, in 1905, he came here as as
sistant to the president of the Trust
Company of America. In 1911, he
formed the investment banking firm of
C. E. Mitchell & Co., and in 1916, he was
chosen vice-president and general mana
ger of the National City Company,
formed with a capital of $10,000,000 for
bond distribution. A few months later,
he was elected president.”

A

N May 23rd, at 5.30 P.M., twentythree women, members of the Pace
Club, New York City, met at Pace
Institute for the purpose of organizing
committees and laying out plans for
special summer activities. Several social
events are in contemplation. Miss Janet
Lorentz, Secretary of the Pace Club, New
York City, presided. It is expected that
this meeting will be the first of several
to be held during the summer months.

O

BENJAMIN AARONSON, C.P.A. (N.
Y.), MAXWELL S. SHALLER, C.P.A.
(N. H.), and SAMUEL ENGLAR,
B.C.S., announce the opening of offices
for the professional practice of Account
ancy at 291 Broadway, New York City.
Mr. Aaronson was graduated, in 1915,
from the Pace Course, and is, at the
present time, a member of the Account
ing Faculty of Pace Institute, New York.

Cost Ac
counting
for
Brick
Manufac
turing
Gradua
tion
Thesis
By
R. A.
Francis,
Pace
Courses

Time-books and Time-reports.
ROPER cost accounting
P
Pay-roll Distribution Sheets.
for a brick - manufactur
Pay-roll.
ing concern is quite a
Material Requisitions.
difficult problem.
July, 1921
Kiln Reports.
I will endeavor to
16. Overhead Distribution Sheets.
write, in a more or less
general way, about cost accounting
17. Shipping Records.
18. Cost Sheets.
for a brick-manufacturing concern, the
facts being based upon actual experience 19. Profit and Loss Statements.
20. Balance Sheet.
and upon the study of Accountancy in
_______
general.
EXPLANATION OF RECORDS
The facts that follow are taken partly
from a system at present in use and partly from ideas of
(1) Chart of Accounts and Code: I will not attempt to
my own.
draw up a Chart of Accounts. However, the Chart of Accounts
The concern that I have in mind is one of the largest in the and Code explain in detail what is to be charged and credited
country and operates three plants. As the system would be to the accounts contained therein, arid the code acts as a
the same for each of the plants, I will deal with but one plant.
guide or index to the various accounts.
(2) Chart of Operations: The Chart of Operations con
THE PLANT
tains in detail the explanation of the various operations, each
operation being designated by a number.
Below is a chart, showing the flow of material.
(3) Voucher Record: The Voucher Record has a Factory
Division; and in such division, columns are included which
W-i-P-and
Work-inare captioned as follows: Inward Freight and Cartage,
Finished Ware
Process
Manufacturing
Shale Bank
Direct Labor, Indirect Labor, Stores and Factory Expense.
Drawing,
Setting
and
Grinding
Sorting,
and
and
Drying
(4) Journal Vouchers: The Journal Vouchers are filed in
and
Shipping
Burning
Screening
a loose-leaf binder in consecutive numbers. There is a binder
for each Ledger.
(5) General Ledger: All Ledgers are loose-leaf. The
The departments follow:
Factory, Stores, and Work-in-Process Ledgers are large
Productive
Dept. Non-Productive
Dept.
enough for the accommodation of the Analysis and Cost Sum
A. Shale Bank, Grinding, and K. General Yard.
mary Sheets.
Screening.
L. Yard Office.
As far as the cost system under consideration is concerned,
Power.
Manufacturing
and
Drying.
M.
C.
the General Ledger has a Factory Ledger Controlling Account
Blacksmith.
N.
Setting
and
Burning
and
G.
through which everything passes that has to do with the other
O. Stable.
Drawing and Sorting.
three Ledgers. Vouchers Payable Account is credited and the
Plant Betterments. Factory Ledger Controlling Account is charged with items
I.
that have been paid by voucher for the bringing of expense
The plant is located in the midst of great deposits of clay into the Factory Ledger, such as depreciation, taxes, etc.
and shale. The brick that are manufactured are of two kinds—
The Factory Ledger Controlling Account is credited with
paving brick and common building brick. Paving brick, when goods that have been completed and shipped, and the Cost of
completed, weigh 9¾ pounds each; and common brick, 5½
Goods Sold Account is charged. Such items as shipping ex
pounds each (railroad shipping weight).
pense, etc., also pass through the Factory Ledger Controlling
The shale is dug by labor and by steam-shovel, and is Account.
loaded into cars which are taken up a tramway and the con
(6) Factory Ledger: The Factory Ledger contains all of
tents are emptied into a crusher and are ground and screened. the departmental accounts, in which the overhead or manu
From here, the shale is taken by conveyors to the manufactur facturing expense is collected.
ing room. If the manufacturing department is not running,
Some of the accounts that the Factory Ledger contains are
the shale is deposited in a large store or stock-shed, and is as follows:
drawn upon when the shale bank is not running to full
The General Ledger Controlling Account has to balance
capacity.
with the Factory Ledger Controlling Account in the General
From the manufacturing room, the brick pass into the Ledger.
dryers, and are dried in from twenty-four to forty-eight hours.
The Factory Ledger Controlling Accounts in the Stores
They also automatically pass into a green-brick inventory.
Ledger must balance with the Stores Ledger Controlling
As the brick leave here, they enter the kilns and also Work- Accounts in the Factory Ledger.
in-Process. All the cost up to the entering of the brick into the
The Factory Ledger Controlling Accounts (Pavers and
kilns is the cost of Raw Material. The shale, by the way, Common) in the Work-in-Process Ledger must balance with
when leaving the shale bank is valued at ten cents a ton.
the Work-in-Process Controlling Accounts (Pavers ' and
After the brick are burned and cooled, which takes from ten Common) in the Factory Ledger.
to fifteen days—each kiln having a capacity of one hundred
Some of the other accounts in the Factory Ledger are: Raw
thousand brick, consisting of both pavers and common— Material Depletion, Green-brick Inventory Accounts (Pavers
they are emptied from the kilns by wheelers, and are placed on and Common), Accrued Pay-roll, Pay-roll, Accounts for the
railroad cars for shipping or on the yard. The cost of emptying Shale Bank, Grinding and Screening Department, Manufac
the kilns is charged to Work-in-Process. Work-in-Process is turing and Drying Department, Setting and Burning and
then credited for the brick placed on the cars, or the yard, and Drawing and Sorting Department, General Yard Department,
Finished Ware is charged.
Yard Office, Power Department, Blacksmith Department,
Stable, Plant Betterments, Shipping Expense, Miscellaneous
THE RECORDS
and Factory Expense.
The most important records are:
(7) Stores Ledger: The Stores Ledger has a Factory
1. Chart of Accounts and Code.
Ledger Controlling Account which must agree with the Stores
Ledger
Controlling Account in the Factory Ledger.
2. Chart of Operations.
3. Voucher Record.
The Stores Ledger also has Factory Ledger Controlling
Accounts for finished ware. Each of the controlling accounts
4. Journal Vouchers.
5. General Ledger.
in the Stores Ledger has detail accounts.
6. Factory Ledger.
The Stores Ledger has columns for the various items of
goods; and when goods are taken from the storeroom, the
7. Stores Ledger.
8. Work-in-Process Ledger.
proper column is credited and the balance brought down. This
9. Analysis Sheets for Overhead Expense (included in the procedure will be explained more fully later.
Factory Ledger).
To illustrate the working of the Stores Ledger more fully:
10. Cost Summary Sheets, which are included in the Factory,
Suppose stores by the way of machine bolts were bought,
Stores and Work-in-Process Ledgers.
the following entries would be made once a month: Vouchers

Pace Student
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Payable would be credited, and the Factory
Ledger Controlling Account in the General
Ledger would be charged. The General
Ledger Controlling Account would be cred
July,
ited, and the Stores Ledger Controlling Ac
count charged in the Factory Ledger. The
Factory Ledger Controlling Account would be credited,
and the proper machine-bolt account would be charged in
the Stores Ledger, the number of bolts having been posted to
(Continued) the proper column on the Analysis or Detail Sheet by the
Stores Ledger clerk from the receiving report at the time
the goods were received.
(8) Work - in - Process Ledger: The Work-in-Process
Ledger has a Factory Ledger Controlling Account for each
kind of brick, which must agree with the Work-in-Process
Controlling Accounts in the Factory Ledger.
The Cost Summary Sheets mentioned under Records come
in at this point, but will be discussed more fully later.
(9) Analysis Sheets for Collecting Overhead: The
Analysis Sheets are of the loose-leaf type, and are columnar
ruled. An Analysis Sheet is placed immediately after each
department account in the Factory Ledger.
The columns are headed with the account number and
names of the items of expense that are peculiar to the depart
ment which the Analysis Sheet supports.
To illustrate the operation of the Analysis Sheets, I will take
the Shale Bank and Grinding and Screening Department
(Department A).
Postings to the Analysis Sheets are made once a month from
the proper sources.
Some of the expense items for Department A are: A2,
Light and Power, A3, Gasoline, A4, Powder and Fuse, A10,
Misc. Supplies, All, Repairs to Buildings, A12, Depreciation,
Buildings, A15, Repairs to Machinery and Equipment, A16,
Depreciation to Machinery and Equipment, A37, Taxes—
Property and Personal, A38, Insurance, etc., etc. (The letter
A represents the department, and the numeral represents the
account.)
The items that are issued to Department A from the stockroom are listed on stock sheets by the week, and at the monthend, Journal Vouchers are made up, as follows: The Factory
Ledger Controlling Account is charged, and the various supply
accounts are credited in the Stores Ledger; the Stores Ledger
Controlling Account is credited, and Department A is charged
in the Factory Ledger; the charges to the above expense items
are then posted to the Analysis Sheets.
Expense charges that come from the General Ledger are
handled in the same way, through the proper controlling ac
counts. The Indirect Labor comes in by the way of Vouchers
Payable and the Pay-roll accounts.
The postings to the rest of the departments are done in the
same way.
Now, as to the Analysis, or Detail Sheets in the Stores
Ledger: First, the amount of stores carried is not large, such
items as machine bolts, small parts for machinery, and the
ordinary factory supplies being handled, and the turn-over is
quite slow. The Detail Sheets are columnar ruled, as follows:

(10) Cost Summary Sheets — Factory
Ledger: The Cost Summary Sheets for De
partment A are columnar ruled and loose-leaf,
and are in the Factory Ledger. The sheets
1921
are ruled for a period covering one month,
having enough lines for each day of the month.
The sheets are headed: Cost Summary Sheet—Raw Material
—Department A. The columns are as follows: Date, Refer
ences, Direct Labor, Indirect Charges, Depletion; and under
Depletion are Tons, Rate, and Amount; and then columns
for Shrinkage, Total Cost, Cost Per Ton, Issuance; and
under Issuance are Tons, Rate, and Amount; and then a
column headed: Balance on Hand, and under Balance on
Hand are Tons, Rate, Amount. Immediately under the head
ings is a horizontal line with the words “ Brought Forward.”
The Direct Labor and Tons mined are posted to the Sum
mary Sheets daily from the Labor-distribution Sheets.
At the month-end, Journal Vouchers are made in regard to
shale mined, crediting the Shale Deposits Account at the rate
of ten cents a ton, and the Factory Ledger Controlling Account
in the General Ledger is charged. The General Ledger Con
trolling Account is credited, and the Raw Material Depletion
Account is charged in the Factory Ledger.
At the month-end, in regard to Direct Labor, the Vouchers
Payable (General Ledger) and the Accrued Pay-roll and the
General Ledger Controlling Account (Factory Ledger) are
credited. The Factory Ledger Controlling Account (General
Ledger) and the Raw Material Depletion Account (Factory
Ledger) are charged.
At the month-end, the Overhead Expense in Department A
is credited, and the Raw Material Depletion Account is
charged. There is no need to prorate the Overhead in Depart
ment A, and it is posted under Indirect Charges, on the Cost
Summary Sheet for Department A.
At this point, we are ready to transfer the material that has
been issued from the Depletion Account to the Manufacturing
(Department C). The Raw Material Depletion Account is
credited, and the Green-brick Inventory Accounts (Pavers
and Common) are charged. Postings to the Issuance and
Balance on Hand columns of the Cost Summary Sheet,
Department A, are then made.
The Cost Summary Sheets for Department C are columnar
ruled and‘loose-leaf, and are in the Factory Ledger. The
sheets are ruled for a period covering one month, having
enough lines for each day of the month. The sheets are headed:
Cost Summary Sheet—Raw Material (Pavers and Common)
—Department C; there is a Cost Summary Sheet for both
pavers and common. The columns are as follows: Date,
References, Raw Material, and under Raw Material are Tons,
Rate, Amount, then columns for Direct Labor, Indirect
Charges, Total Cost, Cost Per Ton. Immediately under the
headings is a horizontal line with the words “Brought For
ward.” The amount and cost of the raw material issued to the
Manufacturing Department is posted to the Cost Summary
Sheets.
The Direct Labor and Tons manufactured are posted daily
from the Labor-distribution Sheets.
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At the month-end, in regard to Direct La
bor, the Vouchers Payable (General Ledger)
and the Accrued Pay-roll and the General
Ledger Controlling Account (Factory Ledger)
July,
are credited. The Factory Ledger Controlling
Account (General Ledger) and the Greenbrick Inventory Accounts (Pavers and Common), Factory
Ledger, are charged.
At the month-end, Department C is credited with the Over
(Continued) head expense which is distributed on the per machine-hour
basis to the Brick Manufactured (Pavers and Common), and
is charged to the Green-brick Inventory Accounts.
The Overhead or indirect charges are then posted under the
Indirect Charges on the Cost Summary Sheet for Department
C. At this point, we are ready to deal with Work-in-Process.
(10) Cost Summary Sheets—Work-in-Process Ledger:
The Cost Summary Sheets for Department G are operated,
not merely as detail or analysis sheets, like those previous, but
also as a Ledger Account, and are debited and credited as the
occasion requires. The Cost in Department G is collected on
these sheets by kilns; that is, each kiln is dealt with separately.
The carrying of brick by the thousands, instead of by the ton,
begins with Department G.
The Cost Summary Sheets are columnar ruled and looseleaf, and are operated as accounts in the Work-in-Process
Ledger. The sheets are ruled for a period covering one month,
having enough lines for each day of the month. The sheets are
headed: Cost Summary Sheet—Work-in-Process (Pavers and
Common), Department G—Kiln No.
There is a Cost Summary Sheet for both pavers and com
mon. The columns are as follows: There is a horizontal line
which contains the words “Debits and Credits.” Underneath
this line are: Date Column, Reference, Number of Brick Set,
Cost of Brick Set, Direct Labor—Setting, Direct Labor —
Burning, Direct Labor — Drawing and Sorting Kiln to Yard,
Direct Labor—Drawing and Sorting Kiln to Car, Indirect
Charges, Defectives, Total Cost, Cost per Thousand. All of
the above items come under Debits. The following come
under Credits: Good Ware Recovered, and under Good Ware
Recovered are: Number 1’s (Kind of Brick), Quantity,
Amount; Number 2’s (Kind of Brick), Quantity, Amount.
Immediately under the headings is horizontal line with the
words “ Brought Forward.”
The direct labor and the number of brick entering Work-inProcess are posted daily to the proper Cost Summary Sheet,
under the proper headings, from the Labor-distribution Sheet
for Department G. All the information called for, except over
head charges, is on the Labor-distribution Sheet.
At the month-end, in regard to Direct Labor for Depart
ment G, the Vouchers Payable (General Ledger) and the
Accrued Pay-roll and the General Ledger Controlling Account
(Factory Ledger) are credited. The Factory Ledger Control
ling Account (General Ledger) and the proper Work-in-Process
Controlling Accounts (Pavers or Common) (Factory Ledger),
are charged. The proper Factory Ledger Controlling Ac
counts (Pavers and Common), (Work-in-Process Ledger), are
credited, and the Cost Summary Sheets are charged, which,
however, have already been posted daily, in detail, from the
Labor-distribution Sheets.
In regard to transferring the Cost of Raw Material to
Work-in-Process, the proper Green-brick Inventory Accounts
are credited, and the proper Work-in-Process Controlling
Accounts are charged in the Factory Ledger. The proper
Factory Ledger Controlling Accounts are credited, and the
amount charged to the proper Cost of Brick Set column on the
Cost Summary Sheet (Work-in-Process Ledger).
The Overhead or indirect charges are distributed to prod
uct in Department G on the per burning kiln-hour basis, as
the fuel cost is by far the largest item of expense in this depart
ment; and by using the per burning kiln-hour basis, a very
accurate method of distributing the overhead is obtained.
The Indirect Charges come into the Work-in-Process
Ledger through the proper controlling accounts, and the
proper overhead charge for each kind of brick is posted to the
Indirect Charges column on the Cost Summary Sheets.
As the brick are “burnt off,” they are drawn from the kilns,
and the value of the same is posted monthly to the Good Ware
Recovered columns on the Cost Summary Sheets. Such
recovery is a credit to the Cost Summary Sheets and a charge

to the Factory Ledger Controlling Accounts
in the Work-in-Process Ledger. The proper
controlling accounts in the Factory Ledger
are charged and credited, and the proper
1921
finished ware or stores accounts are credited
and charged in the Stores Ledger.
The Cost Summary Sheets in the Stores Ledger for finished
ware are operated the same as accounts; and when brick are
shipped, the number or quantity of brick and the value of
same are credited to the proper finished ware accounts.
The entries for such shipped material pass through the
proper controlling accounts in the various Ledgers, until
finally, the Cost of Goods Sold Account is charged in the
General Ledger.
The Cost Summary Sheet in the Stores Ledger for finished
ware serves as a perpetual inventory sheet, and shows at all
times the amount of brick in quantity and value on hand.
(11) Time-books and Time-reports: Time-books are
used for the reporting of time of the laborers. Time-cards for
each man were first put in use, but were found to be im
practical for the plant under consideration.
As for a brick plant, and this plant is one of the very
largest, a large part of the work is done by machinery, which
thereby makes the employment of a great number of men
unnecessary, and the use of the time-books serves very
efficiently.
The names of the men are copied in these time-books once
a week. Each foreman has a time-book and keeps each man’s
time.
The time is, of course, checked by a time-clock. This plant
pays off every Saturday, and the pay-week running from
Thursday through Wednesday.
The books are larger than the ordinary time-book, but are
of a convenient size. The books are so ruled that there is
enough space beside each man’s name to write the operations
and the amount of time he spent on each operation. There are
special forms or time-reports for piece-workers. The labor is
entered daily on the distribution sheets.
(12) Pay-roll Distribution Sheets: There is a Pay-roll
Distribution Sheet for each department. These sheets have a
space provided for a man’s name and number, and are colum
nar ruled. The operation and number of same appear at the
head of each column. Both direct and indirect labor are
entered on these sheets. A place is also provided for the
amount of material that passed through each department for
the day. These sheets also serve the purpose for compiling
daily cost sheets with reference to labor and material.
(13) Pay-roll: The Pay-roll Sheets are of the ordinary
type, with columns for the various deductions that conditions
make necessary.
(14) Material Requisitions: The Material or Stores Re
quisitions are a little larger than a voucher check, with
columns for description, quantity, and for the department to
which such stores are charged. These requisitions are ap
proved by the foreman and superintendent.
(15) Kiln Reports: There are daily Kiln Reports, which
serve the purpose of keeping a record of the number of hours a
kiln is burning, and for compiling information for special kiln
records.
(16) Overhead Distribution Sheet: The Overhead Dis
tribution Sheet serves the purpose for compiling and calculat
ing the overhead expense at the close of each month. The
Overhead Sheet is divided into divisions. The first division
provides for the distribution of the overhead of the non
productive departments to non-productive departments.
The second division provides for the distribution of the over
head of the non-productive departments to the productive
departments.
The third division provides for the distribution of the over
head for the productive departments to the product. A fourth
division, which is really a part of the third division, provides
for the distribution of overhead to the product for the Burning
and Drawing and Sorting Department—the department which
contains the kilns—and is of a special ruling, to conform with
the per burning kiln-hour basis of distribution overhead.
(17) Shipping Records: The brick are manufactured
regardless of orders, and, therefore, the order-number method
of collecting costs does not enter here.
Shipping records are kept, however, in regard to the quan-
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HE Pace Standardized Courses are Pace
now available in Resident classes in
the city of Pittsburgh, Pa. The Courses in
Pittsburgh Institute of AccountancyPittsburgh
has
July, 1921
•been organized by Andrew Blass, for
merly resident manager of Pace Insti
HE Legislature of New Mexico has tute, Washington, and John T. Kennedy,
just enacted a certified public a practicing attorney, and a former
accountant law, which became ef member of the lecture staff of Pace Insti
fective June 11, 1921. Members of tute,
the New York, and Pace Institute,
Accountancy profession in the United Washington. Commodious lecture-rooms
States will view with satisfaction this and offices have been secured in the
action of the Legislature of New Mexico, Blackstone Building, 345 Fifth Avenue,
since the enactment of this law means Pittsburgh.
Mr. Blass will give his entire time to
that every state in the Union now has a
certified public accountant law on its the direct management of the school,
while Mr. Kennedy will act as dean of
statute books.
The District of Columbia, however, the faculty. The selection of an able and
still has no C. P. A. legislation. Those experienced faculty is practically com
residing in the District who desire to pleted. The faculty will be announced in
secure the C. P. A. degree take their the new Institute bulletins which are
examinations in states in which they now in the hands of the printer.
have a legal residence, or in states which
Both day and evening classes will be
permit non-residents to become candi offered in the Pittsburgh Institute of
dates for the degree.
Accountancy. Sessions will begin im
mediately after September 1,1921. Resi
F. L. ZWEMER, a graduate of the dents of Pittsburgh and immediate
Cleveland School of Accountancy, Pace vicinity will thus be able to take advan
Courses, was one of the successful can tage of Resident school instruction in the
didates in the recent C. P. A. examina Pace Courses in their own city. Those
tion given by the Indiana State Board desirous of securing further information
of Accountancy, and has been awarded about the Pittsburgh Institute of Ac
CONCLUSION
his C.P.A. degree in that state. Mr. countancy should address Andrew Blass,
I have tried to present in a clear and Zwemer was for nine years in the Cleve at the Pittsburgh Institute of Account
concise way the cost system of a brick land office of the American Steel 8b Wire ancy, Blackstone Building, 345 Fifth
manufacturing concern, and I hope that Company. He recently became a senior Avenue, Pittsburgh, Pennsylvania.
I have made myself understandable. I accountant on the staff of Carbaugh &
have made some changes herein from the Lewis, Cleveland, Ohio.
ANNOUNCEMENTS have been
original system, but I believe that the re
received of the marriage of Mr.
sults sought for have not been endan J. ARTHUR MARVIN, C.P.A. (Va.), a
John T. Kennedy and Miss Ethel
gered.
former student of Pace Institute, New Clephane Arnot, on Tuesday, May 31,
It is, of course, understood that this York (Extension Division), has been 1921. The wedding took place in New
system may not prove practicable for ev appointed resident manager of the York City.
ery kind of brick concern, and I have not Chicago office of the American Audit
Mr. Kennedy was formerly a valued
written this thesis with that purpose in Company, with offices in the Marquette member of the lecture staff of Pace
view.
Building, Chicago, Illinois. Mr. Marvin Institute in both the New York and
was formerly chief accountant in the Washington schools. Subsequently, he
1ILE riding a bicycle on Satur Richmond office of the American Audit was in charge of the Training Section,
day morning, May 28th, Carl Company.
later becoming a member of the Board
Dewey Franzen, a student in
of Tax Reviewers, in the Income Tax
Class D-1502, Pace Institute, New HARRY
York,
E. VANBENSCHOTEN, a Unit, Bureau of Internal Revenue,
was run down and fatally injured by graduate of the Pace Course, was among Washington, D. C. He is now engaged in
an automobile. He died on Sunday the successful candidates in the New the practice of Law in the city of Wash
morning, May 29th.
York C.P.A. examination, given in ington. The Pace Organization extends
' Mr. Franzen began his Accountancy January, 1921.
Mr. VanBenschoten its heartiest congratulations and sin
study at Pace Institute, New York, on graduated from the Pace Standardized cerest best wishes to Mr. and Mrs.
December 29, 1919, and at the time of Course in February, 1915. He will be Kennedy.
his death had completed all the work of awarded his professional degree.
Semesters A, B, and C, as well as part of
A. S. TIMPSON, who has just com
the work of Semester D. Throughout his A. H. FRANCIS, a former student of pleted Semester D, Pace Institute, New
course, Mr. Franzen was an earnest and Pace Institute, Extension Division, has York, has become assistant chief ac
conscientious student. He will be greatly accepted a position as senior accountant countant for the Associated First Na
missed both by his instructors and fellow- on the staff of Harris, Kerr 8b Cook, tional Pictures, Inc., New York City.
students. Mr. Franzen was twenty-two certified public accountants, 347 Madi Mr. Timpson was formerly with D.
years of age.
son Avenue, New York City. Mr. Francis Appleton 8b Company, New York City.
The Pace Organization extends its was formerly with Patterson, Teele &
heartfelt sympathy to all the members of Dennis.
BRUCE TILTON, a student in Seme
Mr. Franzen’s family.
ster B, Pace Institute, New York, died
F. A. MORRISON 8b COMPANY, cer on Thursday, June 16th, of heart disease,
E. A. CLARK and B. T. BOOKMAN, tified public accountants (N. J.), an after an extended illness of fifteen weeks.
graduates of the Cleveland School of Ac nounce the removal of their offices to 76 The Pace Organization extends its sym
countancy, Pace Courses, were among William Street. Mr. Morrison was grad pathy to the members of Mr. Tilton’s
the successful candidates in the recent uated from the New York Institute of family in their bereavement.
C.P.A. examination given by the Ohio Accountancy (Pace Courses), in June,
State Board of Examiners. Both men 1916.
SYLVESTER L. VANNI, a student in
are members of the professional staff of
Semester E, Pace Institute, Boston, has
Touche, Niven & Company, public ac PANGBORN & PANGBORN, certified left the employ of the Gillette Safety
countants, Cleveland, Ohio. They made public accountants, announce the re Razor Co., Boston, Mass., and has ac
excellent records while students in the moval of their offices on May 1, 1921, to cepted a position in the Cost Department
Pace Course.
253 Broadway, New York City.
of Gray & Davis, Inc., Cambridge, Mass.

tity shipped and name and address of
the consignee.
(18) Cost Sheets: Special Cost Sheets
are compiled for comparative purposes
and as schedules for the supporting of
the Profit and Loss Statements. The
information for such sheets is taken from
the Cost Summary and Analysis Sheets
in the Factory and Work-in-Process
(Continued) Ledgers.
(19) Profit and Loss Statements:
For the purpose of the Profit and Loss
Statements, the Cost of Goods Sold Ac
count is taken from the General Ledger.
This, of course, is deducted from the
Sales, and is followed by Selling, Admin
istrative, and Capital Expenses, Other
Income, Other Deductions, etc. As men
tioned above, schedules support the
Profit and Loss Statements for analytic
purposes.
(20) Balance Sheet: In making up
the Balance Sheet, a trial balance is
taken of the General and Factory Ledg
ers. The Factory Ledger Controlling Ac
count in the General Ledger and the
General Ledger Controlling Account in
the Factory Ledger are eliminated. The
Balance Sheet is made up from the bal
ances in the General Ledger Accounts
and the Factory Ledger Accounts.
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T E building trade is
H
a branch of business
activity which, until
recent years at least,*
has not received the
benefit of the same
kind of scientific
study and efficiency
work which has been
done in other indus
trial lines. While for
the last forty years or more, men in this
country have devoted their efforts to the
study of manufacturing activities and
the evolution of scientific methods of per
forming work activities in the factory,
which vary from the simplest to the most
complex, the building business has gone
along with little attempt on the part of
builders to apply scientific principles of
organization and management. The lack
of progress is largely due, no doubt, to
the nature of the work, to the difficulties
which accompany the purchase and
delivery of building materials, and to the
fact that in the construction of a large
building there are engaged more than
thirty different types of workmen and
artisans, who belong, probably, to as
many different labor unions.
It must not be supposed, however, that
no progress has been made toward intro
ducing efficiency methods in the building
trade. There are several very large build
ing and contracting organizations which
have accomplished much along this line,
and which have developed and coordi
nated their activities in a remarkable
manner.
In this connection, we publish an out
line of a system which the Accountancy
Practice Department of Pace and Pace
has recently designed to meet the ac
counting needs of a building contractor,
with particular reference to the handling
of purchases. It is realized, of course,
that builders are confronted with such a
variety of problems that a model system
of accounting would need to be modified
to fit the needs of a particular enterprise.
It is believed, however, that the sugges
tions which follow will convey to the
Accountancy student an idea of the
nature of the problems, and the manner
in which they may be solved.
In order that an understanding may be
obtained with respect to the conditions
and the results desired in this particular
case, we quote the following letter from
the building contractor, which indicates
in a general way the conditions to be
met:
Messrs. Pace 85 Pace,
30 Church Street,
New York, N. Y.
Gentlemen:
With reference to our conference con
cerning the Purchasing Department of
our organization, I am giving below an
outline of conditions, as I see them, with
which the department will be confronted.
The department is to be installed in
the office of a large builder (apartment
houses, stores, and dwellings) who does
most of his building on a speculative
basis, with now and then a job done on
contract. The material is purchased
separately for each job by the foremen,
either by written order, by telephone, or
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by personal call. Some branches of the
building work, as for instance, the heat
ing, plumbing, glazing, and the like, may
be let out on contract, but it seems to me
that the acceptance of a proposal should
be evidenced by an order issued by the
department, so that a full record of each
job may be had.
It would be necessary to have a record
of the material ordered for each building
by buildings, an alphabetical record by
firms of the orders placed, and a record
as to the class of material ordered. Some
method of following up orders must be
provided, in order that material may be
on the job when needed. A positive
check as to the receipt of the material at
the jobs must be given careful attention.
Frequently it is necessary to get ma
terial (usually small stuff) on a hurry
order, and it is quite important that this
feature be given consideration.
In our particular case, it seems to me
that it could be made part of the work of
the Purchasing Department to keep a
record of small tools and other articles
which are moved from job to job, in
order that a responsibility may be placed
for missing tools. These tools are used
by different gangs during the course of
the work, and are easily carried away
from the job.
Very truly yours,
On the basis of the information secured,
the Accountancy Practice Department
outlined certain accounting procedures,
which are given in the following letter:
Dear Sir:
We have given consideration to your
recent letter, and to the facts brought out
in our conference. It is rather difficult to
outline precise procedures without hav
ing first-hand information of working
conditions in the organization which you
have in mind. We are glad, however, to
give a general outline which we believe
could be followed in the organization of
a Purchasing Department such as you
outline.
We will discuss the matters under the
following headings:
Point of Origin of Purchase Function.
Architect’s Specifications.
Forms and Files—Purchasing Depart
ment.
Hurry Orders.
Small-tool Control.
Point of Origin of Purchase Func
tion: We note from your letter that
material is purchased separately by the
foreman on each job. We believe, how
ever, that a more effective control can be
obtained by having all purchases made
by the Purchasing Department, which
could be in charge of a purchasing agent.
If, in your case, this method is not prac
ticable, the Purchasing Department
should, in any event, prepare and send
out all orders for the purchase of material,
even though the foremen have authority
to contract in connection with prices,
delivery dates, and the like.
Architect’s Specifications: We be
lieve that the architect’s specifications
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should be the controlling document of
the Purchasing Department for purchase
of all materials. In other words, they
should be the basis of all purchases made.
At the completion of a building contract,
the amount of the various materials
ordered and received should not, without
good reason, exceed the quantities named
in the specifications.
The purchase orders hereinafter re
ferred to should be compared with the
specifications from time to time, in order
to prevent the ordering of excessive
quantities of material. This comparison
should preferably be made before the
issue of each purchase order. If the pur
chase order about to be issued would
bring the total quantity of the particular
material on order to exceed the specified
quantity, it would indicate faulty speci
fications, excessive use of materials,
theft of materials, or the like—facts
which should be reported promptly.
Forms and Files—Purchasing De
partment: We describe below the use
of the following:
Purchase Order.
Files—Purchasing Department.
Receiving Report.
Creditor’s Invoice.
Purchase Order: Five copies of the
purchase order should be prepared. The
purchase order will be issued in accor
dance with the architect’s specifications,
as previously mentioned. The disposi
tion of the five copies will be as follows:
The original will be sent to the vendor.
If a separate contract has been made and
several deliveries under the contract are
required, a purchase order for each de
livery may be made, reference always
being made on the purchase order to the
contract on which the purchase applies.
The second and third copies will be
retained by the Purchasing Department,
and filed as indicated below.
The fourth copy will be sent to the
employee, who is charged with the re
sponsibility of receiving material on the
job. This copy should preferably be
made without showing quantities or
prices, so that the Receiving Clerk will
be under the necessity of making a com
plete check of all material received.
The fifth copy will be sent to the Ac
counting Department.
Files: In connection with the filing of
purchase orders in the Purchasing De
partment, it might be well to operate two
files for each job. One file will contain
purchase orders arranged alphabetically
by vendors’ names. For the purpose of
illustration, we shall call this file Num
ber 1. The second file will be arranged by
the various classes of material ordered.
For the purpose of illustration, we shall
call this file Number 2.
Each of these files can be further sub
divided into three sections. The first
section will be in the nature of a follow
up file, and will contain those orders
which have been placed, but upon which
no material has been received. The
second section will contain those orders
which have been issued, and upon which
material has been received, but upon
which no invoice has been received from
the vendor. The third section will con
tain purchase orders upon which de
liveries of goods have been made, and

Purchas
ing System
for a
Building
Organiza
tion

upon which invoices have been received
and approved.
Receiving Reports: The operation of
the receiving report will be as follows:
Four copies of the receiving report will
be made out by the Receiving Clerk on
each job as materials are received for use
in the construction work.
The disposition of these copies will be
as follows: Two copies of this report will
(Continued) be sent to the Purchasing Department.
The Purchasing Department will then
attach one of these receiving reports to
each of the purchase orders in Files 1 and
2, as indicated above, after comparing
the quantities received with the quanti
ties ordered. At this point, the purchase
order and receiving report will be in the
second section of each of the Purchasing
Department files.
The third copy will be sent to the Ac
counting Department.
The fourth copy will be retained by
the Receiving Clerk at the job.
Creditor's Invoice: Upon the re
ceipt of an invoice from a creditor, the
invoice will be registered and also
stamped by the Accounting Department
with a rubber stamp containing certain
essential information, as follows:
Purchase Order No......................................
Receiving Report No..................................
Prices O.K.....................................................
Quantity O. K..............................................
Quality O. K.................................................
Calculations Checked.................................
Charged To...............................................
The invoice will then be turned over
to the Purchasing Department. The
Purchasing Department will then com
pare the invoice with the purchase order
and receiving report, mentioned above.
If all three are in agreement, the Pur
chasing Department will insert the Pur
chase Order No. and Receiving Report
No. on the invoice. The Purchasing
Department will then also indicate its
approval of prices, quantity, and quality
on the invoice. At this time, the Pur
chasing Department will file the purchase
order and the receiving report in the
third section of both files 1 and 2. This
procedure will complete the purchase
transactions as far as the records of the
Purchasing Department are concerned.
The invoice will then be returned to
the Accounting Department, to verify
the calculations, to make entry of the
invoice in the accounts, and to pay in
due course.
Hurry Orders: In connection with
the matter of hurry orders, it is believed
that these orders should follow as closely
as possible the routine of the ordinary
purchase transaction, as outlined above.
If small cash purchases are made by
foremen without the formality of a
purchase order, the vouchers supporting
these payments should be sent to the
Purchasing Department for approval.
In case of hurry purchases not made
for cash, the procedure will be to obtain
the goods from the vendor by verbal
order, and then, at a later time, to send
through in regular form a confirmatory
purchase order stating that it is for the
material delivered to the company at the
prior date. This purchase order will be
handled in the same manner as pre
viously outlined.
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Small Tool Control: A possible
method of controlling the movement of
small tools can be effected by the use of
the following forms:
Tool Record (to be kept in Accounting
Department).
Tool Transfer Slip.
A Tool Record can be devised in debit
and credit form to show the following
information:
Date.
Transfer Slip No.
Receiving Report No. (for new pur
chases) .
Description (sizes, etc.).
Quantity.
The above information can be shown
on both debit and credit sides with the
exception of Receiving Report No.,
which will be omitted on the credit side.
A sheet or card should be prepared for
each class of tools in use on each job.
For instance, if five hundred saws were
in use on four jobs, four sheets or cards
will be prepared with heading, “Saws”
and “Job No.” Each sheet or card will
indicate on the debit side the number of
saws in use on one job. The sheets or
cards can be arranged either by classes
of tools or by jobs.
This record will be posted from the
Tool Transfer Slip described below.
Tool Transfer Slip: As tools are
taken from one job for use on another, a
transfer slip will be made out by the
foreman; or other person responsible for
tools, on the job from which the tools
are to be transferred.
Three copies of this slip will be made,
and will be handled in the following
manner: One copy will be given to the
foreman who received the tools, who
should receipt for the same and send this
copy to the Accounting Department.
The second copy will be given to the fore
man who receives the tools. The third
copy will remain with the foreman who
transfers the tools from his job.
The first copy, which, as indicated
above, is sent to the Accounting Depart
ment, will then be entered on the Tool
Record. The tools shown on the transfer
slip will be credited to the job from which
they were transferred, and charged to
the job to which they were transferred.
By this procedure, the number of each
class of tools that should be on each job
and accounted for will be shown by the
Tool Record. If tools are scrapped, a
transfer slip may be prepared for them
and transmitted to the Accounting De
partment, so that the foreman may be
relieved from the charge for the same on
the Accounting Department records.
The Tool Record will also furnish an
inventory at all times to support the
Tools Account on the General Ledger.
We trust that the above outline will
give you a basis upon which you may
work out the details of the proposition
you have in mind.
Yours very truly,
PACE & PACE
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TUDENTS and teachers are alike
interested in the problem of con
ducting examinations most effect
ively. The experience of several colleges
in conducting their examinations is
touched on in the following editorial
from the New York Sun:
“The announcement that one hundred
and sixteen freshmen at one of the lead
ing universities of the country have been
tried for cheating, and that one hundred
and six have been found guilty, empha
sized anew the faulty system of holding
examinations which still prevails in so
many educational institutions.
The
examination only too often has become
a test, not of the student’s information,
but of his ability to outwit the watchful
instructor.
“This should not be. If the standards
of American education are to be upheld,
if the young men and women who flock
to the college campus are to find there
higher ideals and wider vision, the
examinations must be kept pure. And
the remedy is at hand in the honor sys
tem, a system already in successful
operation in scores of universities and
schools.
“There are certain colleges which
claim that this system is not suited for
their conditions; some even have given
it a trial with unfortunate results. But
it is evident that there is no inherent
reason why it should work perfectly at
some institutions and not at others.
The American youth is no less honorable
in Massachusetts than in New Jersey,
in California than in Virginia.
“The university faculties should call
the students around them, should explain
that cheating is nothing less than rob
bery, that it wrongs all honest students
and discredits alma mater, that the
maintenance of the purity of examina
tions is, or should be, of greater concern
to the undergraduates than to the
teachers. They should then entrust the
matter to the students to do with as
they like. What their response will be
can not be open to doubt. The American
graduate does not want a degree sullied
and cheapened by cheating, and if he is
rightly appealed to, will see to it that
the purity of the examination is rigidly
upheld.”
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ALEXANDER ADERER & COM
PANY, certified public accountants,
announce the removal of their offices at
225 Fifth Avenue (Brunswick Building),
to the eleventh floor of the same building.

NATHAN H. LEMOWITZ, C.P.A., a
former student of Pace Institute, New
York, announces the location of his
office at 134 West 29th Street, New York
City.
FRED D. BULLOCK, C.P.A. (Cal.),
announces that after June 1, 1921, H.
A. Kellogg, C.P.A. (Cal.), will be as
sociated with him in the professional
practice of Accountancy, under the firm
name of Bullock & Kellogg, with offices
at 128 Sutter Street, San Francisco,
California. Mr. Bullock was formerly
a student of the Pace Courses in New
York City.

Summer Study at
Pace Institute—new classes,
day and evening, are now
forming in Washington, Boston, and New
York. Far-seeing men and women are preparing now, this summer, for positions of executive
leadership, as professional accountants, controllers, tax
specialists, auditors, and office managers.
The Pace Course in Accountancy gives specific, technical focus to
general training and experience. It is developmental and genu
inely helpful. Students, by their understanding of Accounting
Management, Law, Economics, and Finance, soon develop large
market value in Business and in Accountancy. Their services
are in demand.
Extension Instruction, through the mails, is made available by
Pace Institute for those men and women who cannot attend Res
ident classes. The same subjects are taught as in the Resident
classes, and the same instructors give their personal attention to
the students’ work. Write for descriptive bulletins, Resident or
Extension. Ask also for a complimentary copy of “Making Good,”
a helpful booklet, which tells of Accountancy - trained men and
women who have made good in business and in professional Ac
countancy practice.

Pace & Pace
WASHINGTON
715 G Street, N. W.

NEW YORK
30 Church Street
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BOSTON
Tremont Temple

